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Preface 

Tlih handbook liub- been prepared by a special committee com- 
posed of school district antl AEA (area education agency) 
administrators, media perLOnnel and teachers, univeristy media 
personnel and Department of Public InBtruction media and 
facilities jjersonnel It^ purpose is to establish guidelines for 
the development of dis^rict and AEA media programs to sup- 
port school media centers and services in lovva, 

A broad concept of services, personnel, equipniejit; niaterials 
and facilities cqfordination for disiHct and AEA media programs 
has been outlined. This is the fourth publication in the Plan far 
Progress in ihe Media Center series. The previous pubiication- 
Plan for Progress in the SlMia Center, Plan for Progress in 
the Media Center, 7-/2p^and Plan for Progress in the Media 
Center, Facilities, in an easy=to=read format-provided guide- 
lines for the turther development of school media centefs of 
lowa.X For related information, it is recommended that Area 
and District personnel use other titles in the Plan, for Progress^ 
series, published by the Department of Public Instruction; 
Media Programs, District and Jc/ioo/ prepared Jointly by the 
American Association bf School Librarians and the Association 
for Educational Communication and Technology; and other 
sources cited in the bibliography; ' 
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Like its predecessors in the Plan far Pm^rcss series, this 
publieation uims to assist users in achieving that coordination of 
media services which will niost etireqtivcly meet the Igarning 
ne0ds of students today. 

MiSdia programs at all levels-building, district, armu state, and 
higher education-are responding to the concerns of society and 
'to the developmcntaLneeds of school youth by assuming a more 
dominate role in the provision of processes, services, and 
resources tor students and staffs. ^ Primary eftbrtson the 
/developnicnt of media programs should be at the building level. 
Today, however, the need t^or and potential of district media 
I organization for accelerating and equalizing media services is 
growing; therefore, district services are e?<panding. To reinforce 
both building and district media program^ the Iowa State 
Legislature has established nfteen Area EBucation Agency 
Media Centers. 

These new thrusts at the district and area levels require 
increased interaction between media programs. This publication 
offers guidelines for the establishment of nexible parameters for' 
district and area education agency ^media ,;5ervices. Such 
«guid'elines are based on the philosophy expressed by the 
ALA-AECT publication. Media Fnigrams: DIsiruH and School, 
1975, a quotation from which follows: ' 

'Technological potential in a school district is best realized 
when the instructional applications of media and technology are 
placed under the administrative structure of the district media 
programs. Such a. program assumes renponsibility for 
deployment of the total resources of instructional, technology in 
the -manner that best serves the educational goals of the district. 

. , the regional niedia program exists to provide services 
which school districts cannot provide for tliemselves or to 
strengthen school district programs by supplementing existing 
services or offering superior alternatives. For some districts the 



regional' media center serves as a siihstitiiie for the distriet 
media prograin; Ibr olliers it h supplemental: and^a nunibei' of 
districfs niay have little or no need Ibr regional services/' 
(Medin Progmnis: District and SchooL 1975/) 
These descriptions of district and regional media progmilis 
express precisely the situation in Iow;l: a) there are a number of 
school districts which do maintain formal district media 
programs; b) there are n.lagger number of school districts which 
dp not maintain formal district media programs and which must 
rely on other means or agctieies to provide district-level rnedia 
capabilities; and c) nearly all districts have an expressed jieed 
for supplemental me^ia services. 

Accordingly, these guidelines take the pointKDfview tha^: 
District Media Programs should provide lead^r^hlp, prograiW 
development, and basic media support services directly to 
the school media program, and 

AEA Media Pro^nuus should provide a) district-level media 
capabilities to those districts which would not otherwise 
have them, b) leadership and encounigement that will help 
develop district media programs that can most, effectively 
and 'efficiently be administered at that Icveh and c) 
specialized and supplemental media capabilities to all 
' districts. 

The Plan far Progress. District and AEA emphasizes the 
responsibility of the local district in providing school level staff, 
collectidns and media center facilities. It joins the^AEAMC 
Rules In stressing that all services which can be" provided 
practicably at the school media center should be provided tiiere 
and that District and AEA services should ''supplement, sujjport 
and encourage the development of, but not supplant, these local 
centers and services." (Rules for Area Education Agency Media 
Centers) . . 

i 



''DlNjtrict and AEA services "^HhoulcJ 
"supplument, support and encourage the 
devclupnient of, but not supplai^t . . . 
local centers and services/'' 
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As used in this publication, 
the following terms meani ^ 

AEA - Area lulucution Agency, (he lugiil term relerring to a 
regioiiul or niulti-county eclueiitionul service ugeney in lowu. 
ArcLi will be used as u synunylii. 

AEAMC - Arcit liduculioii Agency Mediu Center, the legal term 
reterriiig to regionul or'multi-cuunty niuclia services fji Iowa/ 
Area Media Center is used as a synonyni. 

Area - See delniition of AfiA. ... - - " 

Curriculum Library - A currieuluni colleetiqn with Hpace for 
curriculum development activities, A curriculum laboratory. 

District - An Iowa I'ublie Sehuxjl District made up of one or 
more !4Chnnls, 

General Collection - A broad collection of }iiaterials designed to 
serve tlie whole range of curriculum and other needs of the 
students in a specific school. 

Media Center - A centralized collection of nialurials and' a 
prograin of services with a staff of prbfessional personnel 
working with teachcrH and ifdministrators as appropriate for 

, \ the level of service. Many other terms are used for such a 
center, such as library, library media center, instructional 
materials center, IMC, and learning resouri>e center. 

Media ProfoHsional - Any person holding appropriate degrees, 
certiticates, and^ endorsements in one or more media 
; subfields, ' " - ^ 

Network - A system which provides access to informntion and 
inforniation sources not readily available tip school, district , 
and areii programs, ^ ^ / ' 
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School - A sepLirate organis^^d unit of a district, usually, but not 
always, liniitcd to less than the total scliool population, 
genuraliy with a sdparatu udministnitQr, and in a separate 
■ building, set on^'uildings, or' section of a building, 
A'ttcnclancc centef^d buildiiig arc used as synonyms. ' 

ipecial Collection.^ A cbllection which .because of Ibrniat, 
content, or proBable use ks generally inoro fqaslble to retain 
at a district or urea than at a local schooL Example^ would 
incjude new tnaterials for which reviews are still unavailable; 
materials for limLted-time, high-use situatio^is; maturials 
useful; to a limited audienee because of the amount of 
BpcciaIizat»on, the age. or the techniaility of the material. 



Th^ District Media 
Progrdm... 



Plahning For new niul rumodclQcl tauilities 




Develo|5s and supports school media pro- 
^granis through services such as: 

• Establishment ^md cojordiiiation of 
goals, objectives, and utilizatinn 
strategies for bulkiing level mt 
programs, 

• Staff selection anil supervision. 

• EvorvementL. supe^rvisipn and 
coordination of building and 
district media budgets. 

• C e n t r a 1 i z b d acquisition, 
cataloging, /and ' f;roccssing of 
instructionul materials. 

• Product ion services including^ 
. dcyelopmcnt of instructional 

media * tp enhance learping 
experiences 



• Specialized collections^ including media selection and 
evaluation-^ccntcrs " ^ 

m Professional collections ' . " 

m Inservice programs r 

• Support and assistance in curriculum development 

• Comm\micaliun with school media personnel ^ 
B Consultative services 

9 Maintenance of equipment and jnatcrials' 

© Participation in telecommunication services, e.g^, 
television, radio, computer 

9 Cooperative purchasing of^suppMes and equipment'^with 
other districts^or agencies 

m Antralized purchasing" of s^pplics,vcquipment and 
furniture within the distrfct 

• ^Establishment of materials selection criteria, policies. 

procedures 

• . Integration of media into the instruction program 

• Planning for evaluation of bCiikling level media programs 

ti 

• Coordinatjon of media services to local schools and the 
district witli 'divisions of the AEA: with colleges and 
universities:''' with other Jibrary; information^ and 
communications networks: and with tlic state department 

■of public instructioh - 

^ ^ ■ ■ 

11 ' 
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The Area 
Education Agency 
Media Priogram.., 




r . the regionni media program exists 
to provide services which school districts 
oinnot prcvide^ for thcmielves or to 
strengthen school district prograHis by^ 
s'u pple men ting ' existing^ services .or 
ottering superior alternatives/' (Media 
Progmn^: District and School, 1975.) ^ 



Supplemcnls and supports district and school mbdiii prograriis 
fhrough services such ns: 

• Specialized colluctions ^ 

• . Professional and curriculum' collections and related 

Hcrviccs ■ 

• Production services, including devclopnicnl of 
instructiunul niedia 

t ■ 

• Central catuloging 

m Specialized equipment^. 

!nservice progrums 
9 Consultative services 
m Curriculum development 

• Planning for new and remodeled facilities 
9 Maintenance of equipment 

• Cooperative purchasing ' ' 

• Communieation with media personnel 

i Educational programming in cuoperation with Uie state 
broadcasting network 

I Participation in the provision of other appropriate 
telecommunicatfbn services ' ^ 

I. CoordinatiQn of media sefvjces to local schoof districts; 
" with TDthcr, divisions x/f tl^ AEA; with colleges and 
' univertitics; with other library, information and - 
cornmunicatib^et works; and wjth the state department . - 
bTpubHf instruction ' - ' .. ' ^ - 
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The State 
Depaj4iTierit 
Public Instruction 




The Coimcil of Chief State School, 
Officers 'Mdentifiei as primary 
resppnsibUitias of the media program in 
the state .department of education the 
interpretation and implementatiori of 
^p^olicies of the state board of ^ucation 
and . state and federal laws \ and 
regulations relating to media In the 
educational program . . //' {Media 



Promotes exemplary professional media practiced at all levels^ 
higher education, area, district and attendance center- through 
services such as: 

• Exertion-of-^leadership in the plahhing, establishment and 
^mdintenance of quality media prograTTis 

• Provisions of guidelines, cfiteria, bibliographies^ standards 

• Provision of consultative services 

• Inservice programs ifiM^ K ^ 
m Cooperation with the state broaMiting rfet^&flS^'*^^ 
m FaciJity planning . p 

• Evaluation of media programs 

I Collection, analysis and dissemination of data concerned 
with media programs . 



Coordination of media .Services toMocal schools and 
districts; with divisions of the AEA; with colleges and 
universities;^ and with other library, in ll^rmation and 
communication networks arid associations 

■ApprovaJ'^f AEAMC programs and budgets 



S'^^JCninislrafi^of^ progmms related to media 



k^A'"^' in 



^tftistance in planning and nvaluation of academic media 
'&ucation ' / '^^v ^ 

Mi^intenance, support and continued dcvelbprtient.of an 
information network proviiding access to appropriate data 
banks for jeducators throughout the state _ _ ^^ 



ERIC 



Highar Education, 




Communication is a key element in 
building g .viable relationship between 
professor and "media specialist. No gulf 
exists t^between theory and practice if 
cooperative' interchange is allowed to 
improve the effectiveness of both. 



Supports the schrM, district and AEA media programs through 
services such as: \. ^ 

• Provision of initial training for media specialists 

• Development of inservice workshops concerning topics of\, 
^ expressed need 

• Direction of post-graduate seminarr — ■ — 

m Provision of continuing education course^ for credit „ 



Provision of g^nsultative services in the dejign.gf media 
fiicilities^^nd prpgrafiis ^ - ' 

Collection of demonstration materials and equipment 

Provision for contracted services in development and 
production of instructional materials 

Direction ind " reporting of research aimed at 
improvement of media and related services 

Evaluation of programs in relation to state and national , 
goals and objectives ^ t 



Networks qhd 
er Resources 



Provide an ever chahging but vital support to all levels of media 

service . 
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Personnel 



Professional Personnel 



An adequate, qualified staff is necessary 
if dis^ict and area media propams are to 
provide a useful support system to 
building level media programs. The staff 
should include both professional and 
support~^fsriOTinelT— Job— descripUom. 
should be provided for each position. 




DISTRICT 

Professional media staff members plan and implement a visible 
program of service to support attendance center media 
programs, as well as to provide media services that support 
district level administrative^ curricula and related in-service 
- media^tiidlies^ 



— ^ach^i^dct-should design ate a district director. 



The district director should be a media professionar who has 
direct responsibility for supervision of the district media 
propam. In a small district this penon may have other media 
responsibilities/ : * 



The direbtor's qualifications should include: ^ 

• Certification as a teacher with preparation and 
Experience in the area of library science and educational 
technology, ■ . ^ 

• Master's degree and other qualifications as set by school 
' district or state' department of public mstruction, 

whichever is higher. / \ 

m Minimum of three years successful building level service* 



Additional professional district media personnel should also 
hold appropriate degrees, certificates and endorsements in one 
or more media subfifelds and should cpmplement other staff 
members. 
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ARIA 

& . ' • 

ftpfessional area media staff mambers plan and implement a 
visible progi;am/'of service to support district and attendance 
center media programs as well as to provide media services that 
support area level activities. ' 

The director of the AEAMC should be a full-time mfedia 



professional who has direct responsibllity^forsupwvm 
AEA Media. Center, " / 



The Rules for Arm Edu^ ion Agency Media Centers require u 
that: ^ V . ..^^ 



"Each AEAMC staff shall include a minimum of two full time 
I media specialists, one of whom shall serve as director.. Their 
[ Spaclalizations shall be complementary. . . 



"Each AEAMC serving more than 30,000 pupils shall include at 
least one additional media specialist or qualified media 
professional for each additional 30,000 pupils or major fraction 
thereof. / . ^ . ' 



"In additioni each.AEA shall provide the professional staff 
needed for services, % , included m its , . .program*" ' 



'^Minimurii employment qualifications for mandated 
prpfessional staff, whether employed directly or included in a 
contractual agreement, shall be: '\ 



'The director shall have a master*s 
degree with endorsement as 
director of library services or 
educational media specialist; 
permanent professional teacher's 
certificate in Iowa; minimum of 
4hrfie veais_ex perience in school 
media services. ^ 



^-^ned^ia-§pe€ialkt— shaliJia 
master^s depee with endorsement 
as educational media specialist or 
directof of library services; 
permanent professional teacher's 
certiflcate in Iowa; minimum of 
two years experiance in school 
media services. 

"A qualified media professional 
shall have a Piaster's degree with 
endorsement as educational njedia 
specialist or dii;ector of library 
services; professional teacher's 
certificate in Iowa,'* 




3. 
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Suppprt Personnel 



DISTRICT 

The numbe^of support staff is determined by thcf 
size of the district and the goals and objectives as set 
by the media director and the district. 



^— — Siippoct=staff-jriayJncU 



~Medra 



ccfm perereies rn oTO-orrnoTe^ 
Technician fields such as graphics. 



Jgraphy, equipment, 
television, technical processing 

Media Aide cierioal and secretarial 

competencies to assist in such 
. tasks as i^ roduction, processing, 
circulation, maintenance, in- 
ventory _[ 



AREA 

;rhe numbef and kind of support staff members shall / 
be determined by the extent of the state department 
approved programs and services provided by the 
AE\MC, ^ 



Support staff may include such persons as: 



Media competencies in one or more 
Technician fields such as graphics, 

photography, equipment, 
television, technical processing 



Media Aide clerical and secretarial 
^ competencies to assist in such ; 

tasks as production, processing 
circulation, maintenance, in- 
\ ventory 



Delivery 
Personnel 



id 
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Recommended AAfnimum Staffing Piffe^rns fp^f^^ 





Pha 


le 1 


Pha 


se II 


PF 


i|ise III 


' PROFESSIONAL 
PERSONNEL 


Director 


other 

Professionnl 
Personnel -s 


Director 


other 

ftofessional 
Personner 


Director^ 


. Other 
Professional 
Personnel 


; r-;3,49? piipils 1: ' part tima 
2,500 - 4,999 pupils part time 

£s;oocr^-;9^99 pupils ^ : i 

. 10,000 » 19,999 pupils* 1 
^^0;OOOTmpils MiiU above A 


1 

7 


part lime 
1 

1 ■ '■■ 
, 1 

■ ; ■ 


■■■■ ■\ ■ 


1 

1 


1 


i ^ ■ 
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SUPPORT PEESONNEL 



Based on services offered 



Recommended Minimum Staffing Patterns for AIA AAedia Services 



PROFESSIONAL » Director 

PERSONNEL 



> W4,999 pupils , 1 

. 45,000 - 74,999 pupils ■ 1 

t75 .000 - 104.999 pupils / 

105,000 - 134,999 pupils ^ 1, 

135,000 ... pupils and aBove 1 , 



se I 



Other 

Professional 
Personnel 

- 1 

2 

3 ':, ' 

• 4 
5 



se )l 



Phase III 




Pli'a 

oh sir^ces.offereil-. „^ 

:C-^-::J4W-^^'^t 



i|UPPORT}^SpNNj^ 
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©dia JEmgjcflm 
Operation 



District or Area media seryices are 
implemented after thorough assessment 
of building programs and consequent 
identification of services which can be^^ 
efficiently and economically supplied by-' 
district or area media agencies. 



Users service to studentir~media- 
dhhits and ritlifir ednrntnrR. as the 



raisbn\d'€tre of any media program, is 
the sprinie concern of this publication 
but is more ^specifically considered in^ 
this and the following chapter. 

A 






AREA 



Oesign 



Formulate district program 
purposes, policies, and procqdures 

Identify district program prijbrities 

Develop budget fof the pistrict 
media programs 

Develop educationaf specllicatjoni 
for new jnedia facilitigs _ / \^ ^ 



Assist in the design of schqbl media 
programs 

Evaluat^e the effectiveness of the 
district media program 
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Functioncil |Responsibilities of the Distriot and Area AAedia Agencies 



^=Cansultatian_ 



Information 



Administration 



Participate in district curriculum 
development and jmplementatio)i 

Serve as instructional resources 
consultant and materials specialist 

1 ^ - 

Provide inservice j education in 
presentational forms, resource 
availability,^ communication skills, 
and learning competencies 



Provide informatibn services. ^ in 
support of school media programs 

Collect, organize, and supply 
i n format Ion on community 

cesources 

Provide access to information 
available from networks and other 
sources 



Supervise district medial personnel 

Monitor the district media budget 

Develop district media collections 

Contract for specialized medJa 
services not available in the dlstrici 

Develop district access and.delivery 
systems . 




Establish and maintain district 
production services 



Provide for district maintenance of 
materials, equipment and facilities 



Implement a public information 
program 



Functions at the area level parallel those, at the d^trict level, the important difference being that the area should not 
duplicate, biit rather should supplement, arid expand the activities, of the district programVThe AEAMC should 
develop programs that encourage the expansion of quality local media prograrhs and may Reed to phase out certain 
services as they become more practical and prevalent at the district or yuilding level. v 
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DISTRICT 

In planning the financial aspect of the^ 
madia program, the budget is developed 
.cooperatively and is based on program 
goals and objectives. The plans must 
consider the financial resources ncessary 
to: 

• Maintain the program at Its 
present level . ^ f 

• Improve th^^esent program 

• Expand jot change the program 
to achieve new goals 



The 'total media proiram « budget identifies proposed 
expenditures for both building and district programs, with fiscal 
Responsibility assigned at the appropriate operating level. 



The district media director is responsible, within established 
administmtive channels, for preparing, _ supervising, arid ^ 
evaluating the budget for the district media prop-am. ' 



Tjie head of the building media program works; with the 
principaljn preparing ^budglt recommendations to submit to >|he , 
district media directoi^S: ' - ' 



Where media funds are iybcated to.individual buildings, the' 
head of the building media program, the principal and the 
district media director work together in preparing the building 
media-budget. ^ 



liie budget should provide for: ■ % ^ 
m. Personnel 

a ■ ■ ' . " . ■• 

* & . ■ = 

• Maintenance of materials (software) collections 
m Supplies , > * ■ ^ 

• Purchased f contracted) services 

m Capital needs such as expansion of materials collectiohs 
and replacement or addition of furniture and equipment 

• Inservice 
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AREA 

the area media center director^ in consultation with AEA media 
personriel and with the AEAMC advisory committee, shall 
prepare' the budget to support all aspects of the AEAMC 
program^ The AEAMC'^directbr supervises the budget. 



Tjie budget identifies annual proposed expenditures fo.r: 
© Personnel ^ 

m Maintenance of materials (software) collections 
Equipment 

• Supplies 

^ ■ a . 

* Purchased Xcdntracted) services 



• Capital expenditures 

The budget and program are approved by the AEA board and 
administration and the state department of public instruction. 



The foUqwlng media production services shkll be available to all 
local schools. When practical these services Bhould be provided 
at thp building level. When such services are not' practtcal at the 
building 'level? the district should provide tl^em. If the district 
cannot efficiently provide these services the AEA shall providei 
them either directly or by contract. (AEAMC Rules) 



Certain of these services require 
expenditure for specialized equipitient and nii 
more economically, through the A^A wilhou 



considerable capital 
ght be provided 
duplication tiy 



districts. In some instances scliools and districts should accept 



new resppnsihilities when feasible, freeing 
provide innovative services. 

Audio ^ 

• Duplication' of cassette and open reel ai 

• v ^oduction pf audio masters 
Graphics ^ 



ihe AEAMC to 



dio tapes 



• Dry m^ounting of pictures, posters and /othef materials 

• Lamination of pictures, photographs ind other materials 

• Development or preparation of tpnsparenciei, 

• Production of signs, posters, bullet|ri boards, charts and 
graphs and o'ther related materials 

• Graphic assistance in preparatjfon of Instfuctional 
materials 

• Lettering for preparation of masters for printing by 
mechanical means such as composing equipment 
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Photo^aphy p 

• Service for reduction of materials into m 

t Production of 8mm and 16mm motion pictures . 

• Production of black and white prints and photographic 
enlargemfents 

:' • Production/processing and duplication of slides 

• Production of filmstrips ^. % 

' Printing ^ i 

^ • Duplication of copy-ready or center-prepared materials^ 
/ . by offset or other printing methods 

• Related Services*, including collation and binding 
Video. (Television) — ~. . ^ ^ 

• Duplication of cassette and Teel-tp-reel video tapes and 
\ ; other viable formats \ i 

^ • ^ Production of television programs 
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Acquisitldn, Access and Delivery - 

Effectiye acqidsition, accesi, and delivery systenis are necessary^fbr a successail me^ia program/ Although each 
district/area uses systems that fit its uniqiie need, and although districts may choose not to participate in some area 
services, these basic principles should be folio we ' . . 




DISTRICTH ; 

acquisition of instructional 
supplies and equipment should be 
every district. 



ecognized, accepted cataloging and 
system or combination of systems 

.erpted and implemented to provide 

ppropriaife catalog in each school media 
district collections if provided. 

At least tvvice weekly ^lelivery should be 
provided if specialized :collections are 
nlaintained at the district level. At lease 
weekly delivery should be provided if building 
materilate are processed at the districtjevel. 

Circulation of media hardware for specialized 
uge in schdols or for temporary;rcplacement 
of equipment being ^ repaired should be 
provided. " , t 



' " : AREA - ^ 

• Cooperative pufcHasing of instructional 
fnaterials, supplies and' equipment *may^ be 

^ provided to sclibols. 

A cataloging and processing system or 
combination of systems based on state' 
* department of pubUq instruction guidelines 
^ shall be followed in providing appropriate 
catalogs of' the AEA collections to local 
, schools.* 

• At least twice weekly delivery and pick up of 
^ AEAMC materials shall be provided tor each 

school.* ■ ^ * y 

Circulali0n of media hard ware for specialized 
use in sphbols or for temporary replacement ^ 
oft equipment being rej^ireB may be provided. 

M Pick up, repair, and return to the schools of 
, mairuhctioning cqiiipmcnt shnll be provided.* 



(*Adaptcd from AEAMC Rules) 
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9K 



ERIC 



Other Programs 

DisraicT 



vThe distriet media staff faciUtatesJthe d 




AREA 



^al^AEAMC^staff offtrs afsistance to district andi 
loaalschoW^adia.pfogiSms'by:'^ . W^^l! 



Introducing new eqiiipment, systems and software, 
encouraging teachers and media specialists to 
eKperiment with various media and fearning strategies. 

Promoting and coordinating the utilization of specific 
production services such as broadcast and cab4e 
television programs, video ^|ape services, television 
production* and graphic and' photography production. 



Providing technicar assistance in the maintenance pf 
district and building-level equrpment. ^ 

Providing media consultant services to aid in planning 
and developing spcciai programs irf the local gchools. 

Providing inservice training for teachers and students in 
the operation of equipmenf and for the production of 
special programs. 

Designing and implfernenting workshops and cbnferences 
*to answer needs expressed by schools, " ^ 

Designing space to host conferences and to display 
materials. - = 



Pfanning new and remodeled ^facifitles in 
consultation with appropriate building^ and 
district personnel. 



I 



Aiding schools with the planning and 
development of existing; or new media 
centers, 
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ERIC 



AAedid Collections 




Purpose . 

r 

''If K 

The most offuctivu and ctTiciunt access to materials is in tlie^ 
media . center of an individual school. The district or area mediij/ 
centers should ^ provide materials not practical for each atton" 
dance center, including those that are: 

• Limited time, high use items v 

m Too expensive, to provide in sufricient quanlity at the 
building level 

m Museum or collector's items with curriculum value 

• Examination items under purchase consideration at the 
. area, district or attendance center, level 



; Scope 



The district or area center provides: 

• Trade materials in -print, visual, auditory and tactile 
formats, to supplement the collections in the individual 
schools 

Current prdfessionBl materials, both print and nonprint, 
for basic reference and research 

m , Examination collections of nefw materials in all formats 

• ApproiSriatclJquipmont for the utilization of non-print 
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niaterials in the district qr, tlje area media center 

,21 ' 



Selection 



Suluction of inatcriuls k guiduci by a selection policy rormulotcci 
* by the media stuiT, administnition, consultants, teuchurs, 
studentH nild community representntivcs und udopted by the- 
appropriate governing body. 

Authorutive, cvuluativc tools are utilized m the seluction of 
materials and equipment, with preview before purchase 
whenever appropndtc. 



Utilization 

Accessibility to the users should be u prime determinant in the 
organization and administration of any collection. Therefore, 
complete catalogs of both district and area center materials are 
necessary in each school media center 

Promotion of effective use of district and area collections. 
througJi inservice workshops and personal contact by 
appropriate media specialists is essential. ■ * 



^ Extensions of the Collection 

Relevant diyersified collections to rneet Jeacher-sttident needs 
ara essential. LoeaK district and area collections should be 
supplemented by.rriatcrials from other agencies such as libraries 
(public, university, speciaOi information networks, and 
industries. 

. . 28 



District and area media HpecialistH may wish to exert leadurship 
ill the joint building df strong collections in specific subject 
areas or types of materials that can be shared with other schools 
in a district or area. 



Evaluation 



Collections should be under constant reassessment to insure 
that they continue to be responsive to new curriculum trends 

and gen^eral user needs. ' /^ 

A systematic process for withdrawal of out-of-date, 
inappropriate, or worn-out materials and equipment is vitaL 
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specialized Collection 



Distriets and areas, . fQllowing^ the g^mml statehients on collections in this chapter, should limit holdings to 
^ specialized coilectionlp fbllows; V 



DISTRICT 




AREA 



Provides curriculum library which houses aijd may circulate 
innovative and exemplary materials. Provides a listing with 
monthly supplement, 

Limits film collection, if any, to titles in heavy ; Provides and circulates 16mm filnis. Provided catalog 

demand, to each building. - ^ 



Circulates (to schools for use ih both group and ^ . • 
individual instruction) specialized small nonprint \ 
media software not practical at the building level. 

Provides catalogs to each building to assist in the \, .. ' ' 

selection. 

Ordom and circulates preview materials for 
evaluation and possible acquisition. ^ 

May provide professional library and circulate Provides professional library and circulates malcrials 

materials to distriet teachers and adminislnitors, to teachers and administrator. 

Encourages the use of interlibrary loan and other Contracts or otherwise arranges for interlibrary loan 

networks to supplement student and professional and other network services to supplement 

collections, . professional collectioils. 

Provides and circulates specialized print materials 
. ' ' not practical at the building level. Provides catalogs 

- to each building to assist in the selection. 



Generalizing about the spatial needs of a media cehter, district , 
or AHA, is difficult because each center supports the unique 
programs it was created to serve. This chapter should serve only 
as a base line in the developmb'nt or creation of a specific 
center. During the initial planning stage of any cente^r, such 
nietors as adequacy, suitability, accessibihty, flexibility, 
efficiency; economy, expansibility and appearance should be 
given prime consideration. - ^ 

The functions of the district or area media center should be 
considered and spatial . allocations made, upon the 
determination of these functions. order to plan adequately^ 
educational requirements or specifications must be developed. 
Rules for Arm Education Agency Media Centers require 
provision of a materials lending library^ professional library, 
curriculum library, and production facilities, and a large group 
meeting room that should be adjacent to or a part of the 
AEAMC. Districts may need space to accommodate some,or all 
of these functions. 
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Spatial Relationships - AAedia 



1 




The Spatial relationships of the area or district media center wbuld contain the above approxlniate space relation- 
ships. The purpose of the interlocking circles is to show the dependency or inter-dependency of one area to 
another. However^ discrete spatial divisions should not be inferred ' 



EKLC 



T!ie space rccommundalions given huru 
should bu usud as siiggcHlionH only. 
Practicg has not yet dcturmincd the most 
appropriate spdce allotments. Variations 
in program also dictate great differences 
in optimum size. 
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Space Recommendations - 



Administrntinn i Office 



Collections 



Production 



J^ccting Room 



Storage 
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Materials Lending 
Library 

Professional Library 

Curriculum Library 



Circulation* 
Distribution 



Preview 



Processing 



Equipment Servicefl Maintenance 



Loan 



Print ing__ 
Craphics" 



Audio 



Video 



Photography 



EKLC 



Square Footage 

District Media Centers 



Area Media Centers 




400-600 sq, ft 



Reniarlcs 

No! rtuiuircU InU must be ucce.s.sible 
Sug^eskHl for uach sjoni^e room fiuudfU 



Sp;it;y nucussary !o lioiisu all niaturialN tt) bi- distributed, to 
St'liools tor .studtnt and tcauht-r use " 

Accoinnuulatcs reading, study, fL-Neurt'h by faculty; actmsiblc 
beforLv during und uftur regular sdiool hours; Iioukus cqui^p* 
niunt, materials of all types 

Mousus materials and prnvides space for currlculuni planning, 
aecessible before, during and after regular school hours 

PruviUes for shipping materials to schooU and tor receiving, 
storage, necessary ofncgs 



llou^ps yquiptncnt ntfcussary and provides ^pace t'or indivj* 
dual or group nreview work 

Areas for processings receivings and distributing; provjdus for 
efficient work flow 



Areas lor rgpair and inspection 



300-600 sq. ft, - 1 


300-600 sq.ft. 


i Storage for equipment and parts for repair 


300-600 sq. ft. 


1 300-600.sq. ft. 


SVork afcais) for professional staff 
Copvrng, mimeo. offset, storufie 


100-600 sq. ft. 


1 100-600 sq. ft. 


Art work, dia/o. Ifynunint, laminating, iL-ttering^ 


1000-1500 .sq. ft. 


1000-1500 sq. ft. 


Reeording studio, control booth, sound con^ol 


■|200-!600sq. ft. 


1 200-1 600 sq. ft. ' 


Studio, control rooni, storage and work area 


200.600sq.lt. i 


1. 2U0.600.sq. It. 

ad 


Darkroom, drying room 
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